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Auditing found that USACE contracting was not keeping consistent, full contract files for 

every contract they managed, therefore the auditors recommended Contracting adopt 

an electronic filing repository (under pain of otherwise losing their warrants). The use of 

PCF (Paperless Contract File, an actual Army electronic document repository system) 

has been mandated.  Contracting will scan in all pre-award documents, for the 

construction contract, we will utilize a combination of scanning and automatically 

generating documents from RMS to build the construction contract file "post-award". 

 

The "Contract Documents" area of RMS is being phased out. A more comprehensive 

solution is now available under a new menu option called "Contract File" where 

electronic copies of documents will be organized into folders which make up this 

electronic version of a construction contract file. 

RMS will eventually automatically transfer "final" versions of contract documents to PCF 

and categorize them into the structure utilized by contracting's filing system.  Transfer of 

these files to the PCF will occur automatically on a scheduled basis once the working 

interface with the PCF is operational. (NOTE: at this time there is no PCF interface 

completed by the PCF team. In the interim, RMS will HOLD the documents until the 

PCF system is available.) 

A comprehensive set of instructions and documentation has be prepared by Dorinda 

Won, POH, and can be found at the end of this Newsletter. 
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News Flash! At the October 2012 RMS 

Steering Committee Conference, the RMS 

Center Program Manager, Tom Weber, 

agreed to provide “VIP” access to Steering 

Committee members so that those members 

will always be able to talk to an individual at 

the RMS Center for “special issues’. The 

expectation is that our RMS Administrators 

will disseminate information received, provide 

training and resolve common issues from the 

field as much as possible. A special “Thanks” 

is extended to John Stevens, NAB, for 

providing comprehensive minutes of that 

meeting. 

 

OSAN AIR BASE, Republic of Korea  -- A 

second runway for Osan Air Base is under 

construction as U.S. and Republic of Korea 

officials continue to work together to have it 

up and running by 2013. 

RMS is going through a major overhaul  to 

comply with the latest guidance from 

HQUSACE. This Newsletter will highlight 

some of those requirements.  

TIP 

For ease of navigation, it is 

suggested that you utilize the 

BOOKMARK feature of this 

PDF file. 
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Thomas A. Weber, “Tom”, joined the RMS Center as a replacement for the retiring 

Haskell Barker.  

Tom Weber, P.E. became the Assistant Area Engineer for Florida under the 
Mobile Engineering District, U.S. Army Corps of Engineers in April 2008.  He was 
responsible for over $650 Million in major military construction projects in central 
and southern Florida.  His customers included The U.S. Air Force Air Mobility 
Command, The U.S. Air Force 45th Space Wing, NASA Kennedy Space Center, 

U.S. Central Command, U.S. Southern Command, U.S. Special Operations Command, The U.S. 
Army Reserves and other various DOD agencies. 
 
In 2005/2006, Mr. Weber was deployed to Iraq as the Victory Resident Engineer and Electrical Sector 
Program Manager, Gulf Region, Central District, Iraq.  As the RE, he was responsible for construction 
in support of military units assigned to Forward Operating Bases Victory, Liberty, Slayer, Striker and 
Log Base Seitz. In this capacity he did much to improve working and living conditions for our troops 
as well as to enhance their safety.  As the Electrical Sector PM for Central District, he was 
responsible for directing the restoration of electrical distribution and service to all of Baghdad and Al 
Anbar provinces. This was a $600M program that provided work to thousands of Iraqi and other 
regional laborers.  In his 21 months of service in Iraq, he oversaw the execution of over 1,000 varied 
construction projects. 
 
Prior to serving in Iraq, Mr. Weber worked for the Army Signal Corps for six years. In Korea with the 
1st Signal Brigade, Mr. Weber was a project engineer for strategic telecommunications installation 
projects. In Hawaii with the 30th Signal Battalion, Mr. Weber managed a $1M per year program that 
modernized telecommunication distribution systems in existing Army facilities. He also advised 
Honolulu District Engineers on telecommunications requirements for their Milcon projects.   
 
Other Federal service includes computer programming and support work for an agency of the 
Department of Defense headquartered in Fort Meade, Maryland. Mr. Weber was also a Captain in 
the Marine Corps.  
 
Mr. Weber holds a Bachelor of Science Degree from the United States Naval Academy in Annapolis 
and a Master of Electrical Engineering Science Degree from the Naval Postgraduate School, 
Monterey. He is a Registered Communications Distribution Designer (RCDD) with BICSI and a 
registered professional engineer in the State of Florida. 
 
Mr. Weber's honors include the Superior Civilian Service Award,, numerous Special Act Awards, and 
letters of acknowledgement.    
 
He and his wife, the former Margaret Folvag of Billings, MT., recently relocated from South Tampa, 
Florida to Apple Valley, California. 
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One of the documents required by the PCF is contractor payrolls.  There is guidance out there for USACE 

allowing the option of electronic payroll submission.  If elected, the contractor must bear the cost of using it 

and also bear the cost to allow the government access to the system.  In addition if they elect to use it they 

must use a payroll software package that can support a standard electronic format that allows import of the 

payroll data into QCS.  The RMS programmers were not able to fully test the payroll system before the last 

version of RMS was released - therefore although RMS can electronically import enough information to 

generate an ENG 3180, there is no facility to actually produce the ENG 3180 in the current production 

release of RMS 2.38.  Development of this module will most likely be made a priority in RMS due to the new 

PCF requirement.  See ECB 2013-1, for guidance on the PCF requirement for contractor payrolls. 
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Operation Order 2012-66 Virtual Contracting Enterprise (VCE) Paperless Contract File (PCF) Initiative was issued on  29 Nov 2012.  One of 

the instructions contained within the order established RMS as the tool for capturing contract administration documents generated during con-

struction. 

Specifically, effective 1 Jan 13, all Administrative Contracting Officers (ACOs) and Contracting Officer Representatives (CORs) are instructed to 

use RMS to upload post-award construction contract administration documentation into VCE PCF. 

In anticipation of this order, RMS v2.38 was modified.  Following are instructions and information on the changes made to RMS for this 

purpose. 

OPORD 2012-66 VCE PCF INIT IATIVE 

What’s inside 

How-To Add Documents 7 

Correspondence 11 

Request for Information 13 

ENG93 Progress Payment 15 

Contract Modifications 17 

QA Daily Report 25 

RMS Reports 28 

Special Points of Interest: 

Requirement to use PCF effective 1 Oct 2012 

Requirement to use RMS to transfer documents to PCF effective 1 Jan 2013 

RMS v.2.38 modified to accommodate document transfer to PCF 

US Army Corps of  Engineers  04 Feb2013 

 USING RMS TO ADD 

DOCUMENTS TO PCF 

THE BASICS 

Most, if not all documents created during construction can be transferred to PCF using RMS. 

A new menu entry, CONTRACT FILE, has been added to the Contract Administration tab.  This is the central location for tracking 

all documents that will be or have been sent to PCF.  

There are 3 methods for attaching a document to PCF using RMS.  Scan a completed document, enter data in an RMS process,  

generate an RMS report. 

Every document must be “reviewed” before it is  transferred to PCF. 

Once a document is marked Complete and Ready to Send to PCF, it cannot be edited or deleted. 

RMS supports electronically signing documents in the Contract File. 

PCF will accept multiple copies of the same document.  Subsequent versions added using Method 2 will be  labeled “Revision” by 

RMS. 

Each area that is enabled uses a standard legend to indicate document status. 

RMS is only the conduit for moving documents into PCF.  It will not validate or verify documents are correct or properly prepared. 

 

ENGINEERING AND CONSTRUCTION BULLETIN NO. 2013 -1 

OPORD 2012-66 was endorsed by HQUSACE with the issuance of  ECB 2013-1 on 7 Jan 2013.  As it relates to construction contracts, the 

ECB re-emphasizes the use of RMS to manage and administer all construction contracts and advances RMS’ new functionality to transfer official 

contract documents to PCF in compliance with OPORD 2012-66. (NOTE: The RMS Contract File folder was not deployed until 1 February 

2013, due to technical issues. An email was sent from HQUSACE, Paul Parsoneault, dated 17 January 2013, to all Chiefs of Construction & Engi-

neering, regarding implementation dates and interim procedures.) 
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This is the new CONTRACT 

FILE screen showing the PCF 

filing structure, referred to as 

the “TREE”.  All documents 

passing to PCF will be tracked 

here and can be viewed here, 

even after they have been cop-

ied to PCF.  

The Legend at the bottom of the screen is used throughout 

RMS to indicate the PCF-readiness status of a document. 

 

These symbols indicate the following document status: 

 

The document is still being edited and has not been marked COMPLETED. 

The document has been marked COMPLETED and is ready to be signed.  At this stage, the document cannot 

be edited, but can still be deleted from the TREE. 

The document is signed, either electronically or manually and is ready to be transferred to PCF.  Documents in 

this status cannot be edited or deleted/removed from the TREE. 

 

The document has been sent to PCF.  Sent documents may still be viewed from the TREE. 

THE BASICS 

Use this drop down to 

filter the documents 

shown in the TREE. 

TIP:  The CONTRACT DOCUMENTS area has been disabled.  New documents can no longer be added here.  

However, existing documents may still be edited.  In order to move existing CONTRACT DOCUMENTS into the 

CONTRACT FILE, open the document in RMS and save it to an external location, then use Method 1 to manual-

ly attach it to the TREE. (The CONTRACT DOCUMENTS selection will disappear after it is emptied.) 



 

 

HOW TO ADD DOCUMENTS 
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All documents that are tagged for transfer to PCF can be seen in the TREE.  There are 3 basic methods for populating the TREE. 

Method 1.  Select/Scan a completed document and attach it. 

Method 2.  Enter data in RMS and complete a process, e.g., correspondence, RFI, ENG93, contract mod, daily report. 

Method 3.  Run a report in RMS and attach it, e.g., Contract Status Sheet, submittal register, etc. 

 

Method 1  Select/Scan a completed document and attach it 

Click the ADD button.  A list of all the various 

types of documents and their associated folders 

will appear.  Highlight the applicable document 

type and click the OK button at the bottom. 

 

This will open the PCF Document Editor box 

(see next page). 

TIP:  Documents added using Method 1 are automatically named according to the selected Document Title on 

the list.  However, this may be changed from the PCF Document Editor box.  The document is also automatically 

filed according to the Document Folder associated with the selected document regardless of the folder that is 

highlighted when the ADD button is selected. 
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From the PCF Document Editor, select 

GENERATE DOCUMENT to use an 

RMS template from the Contract Docu-

ment library; or select the SELECT 

DOCUMENT button to attach an exist-

ing document to RMS. 

 

When the document is finished, click the 

COMPLETED radio button.  Performing 

this action will change the document’s 

status to IN REVIEW and it can no long-

er be edited but may still be deleted 

from the TREE. 

A YES response brings up the following 

dialog box. 

HOW TO ADD DOCUMENTS —METHOD 1  

TIP:  The following functionality is consistent throughout RMS where these buttons are used. 

Click this button to bring up the document in READ/ONLY mode.  While it may appear that editing is pos-

sible, the document attached to this link is locked and cannot be edited.  In order to electronically sign this 

document, it must first be converted to PDF; as a PDF file, it can be signed electronically and its status will 

change to READY TO SEND in the TREE. 

NOTE:  Before selecting either of the buttons below, the selected document must be completed, and ready to send to PCF as no further edit-

ing or deletion of the document will be possible.  RMS will not detect a signature, but it will track whether or not a document is signed in ac-

cordance with how it was attached. 

Click this button to select and attach an existing signed document. 

 

Click this button to send the document as-is, without signature.  

RMS will recognize a WORD document and prompt to convert it to a PDF.  Click this button to open it in 

WORD.  Click on ADOBE PDF on the WORD menu bar.  Select CONVERT TO ADOBE PDF.  Save the 

file under the default name and location.  Close the WORD and Adobe Acrobat windows.  IMPORTANT:  

Click on YES to store the document to RMS database when prompted. 

A new Document Details box (see next page) will open and the newly created PDF file can now be signed.  

This will complete the document and change its status to READY TO SEND in the TREE. 
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After this step, the document’s status is changed to READY TO SEND and it will be sent to PCF in the next batch export. 

IMPORTANT:  RMS will not check documents for signatures.  It will be the responsibility of the user and final reviewer to ensure documents 

that require signatures are properly and correctly signed.. 

HOW TO ADD DOCUMENTS —METHOD 1  

Click the SIGN DOCUMENT button to attach an 

electronic signature to the completed PDF docu-

ment.  Select the latest dated Email certificate 

when prompted. 
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HOW TO ADD DOCUMENTS —METHOD 1  

As documents are tagged completed, they will appear in 

the CONTRACT FILE area in their applicable location in 

the “TREE”. 

Note the graphic next to each document.  These corre-

spond to the status of the document as defined in the 

Legend at the bottom of the screen. 

Documents may also be accessed or viewed from the 

TREE by double-clicking on the document. 

Completed documents will be included on the TREE, but will not be sent to PCF while still IN REVIEW status. 

In order to change a document’s status to READY TO SEND, the document must be either signed electronically in RMS, or manually signed, if 

required, and attached.  Only documents in READY TO SEND status will be sent to PCF. 

These actions may be accessed by clicking on the document in the TREE or by clicking on the VIEW DOCUMENT button from the area in 

which the document was originally generated. 

NOTE:  Documents in the TREE that are READY TO SEND cannot be edited or deleted.  However for Method 2 only, if a replacement version 

is created, the newer version will replace the previous version as long as it has not yet been sent to PCF.  Once a document is sent to PCF, 

subsequent versions will be tagged as a REVISION. 
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HOW TO ADD DOCUMENTS  

When the letter is completed and 

ready to issue, change the status 

to SENT.  The Contract File Sta-

tus will change from NOT COM-

PLETED to IN REVIEW.  Click on 

the VIEW/SIGN DOCUMENT 

button to initiate the electronic 

signature process. 

CORRESPONDENCE 

Preparation of outgoing correspondence is unchanged.  The ability to sign the completed PDF document in RMS and transfer a copy to PCF has 

been added.  Documents may also be generated and/or completed external to RMS and still be signed electronically in RMS —use the IMPORT 

LETTER button.  In order to do this, create a PDF file of the document, add it to RMS, then use RMS to attach the electronic signature.  In-

coming correspondence works the same as outgoing correspondence. 

Method 2  Enter data in RMS and complete a process 

Selected modules in RMS have been modified to incorporate electronic signatures and facilitate automatic transfer to PCF. 

Correspondence 

Request for Information (RFI) 

ENG93 Progress Payment 

Contract Modifications 

QA Daily Reports 

In general, the basic procedures in these modules have not changed.  An additional step has been added to the end of each to sign completed 

documents and identify these for transfer to PCF.  Similar dialog boxes and functionality are used in each module. 

NOTE:  Currently, attached electronic signature are only visible on documents accessed from the TREE and the process area.  The electronic 

signatures are not present on the identical documents accessed from the CONTRACT REPORTS menu. 
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METHOD 2:  QA DAILY REPORTS  

Click on the VIEW DOCUMENT 

button to bring up the document 

in READ/ ONLY mode. 

REMINDER:  Before selecting any 

of these 3 buttons, the selected 

document must be completed and 

ready to send to PCF as no further 

editing or deletion of the docu-

ment will be possible.   

METHOD 2:   CORRESPON DENCE  

Steps for generating and electronically signing correspondence in RMS: 

Step 1.  Generate the letter in RMS.  Save the WORD file to enable continued editing of the document. 

Step 2.  When the document is finished, change its status to SENT. 

Step 3.  Click on the VIEW/ DOCUMENT button (see page 8, Method 1 for detailed explanation). 

Step 4.  Convert the Word Doc to PDF.  Save the file with the default name and default location and store to the RMS database. 

Step 5.  Sign the document using the latest dated email certificate.  The document will show in the Contract File TREE as READY TO SEND. 

NOTE:  Signed correspondence cannot be deleted from the Correspondence log or the TREE. 

Click on the ATTACH SIGNED 

DOCUMENT button to select an 

existing signed PDF file. 

To send the document without a 

signature, click on this button. 

Click on the SAVE WORD DOC 

AS PDF button to convert and 

attach an electronic signature. 
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HOW TO ADD DOCUMENTS —METHOD 2  

REQUEST FOR INFORMAT ION 

Preparation of responses to Requests for Information (RFI) is unchanged.  The ability to sign the completed response in RMS and transfer a 

copy to PCF have been added.   

Check the COR APPROVED 

box.  The status of the RFI will 

change and the VIEW/SIGN 

DOCUMENT button will ap-

pear.  Click this button to elec-

tronically sign the completed 

RFI. 

TIP:  Once the RFI is signed it cannot be changed.  However, if it is discovered that changes are needed be-

fore the electronic signature is applied, just uncheck the COR APPROVED box and the RFI response can still 

be changed. 

Click this button to open and view the 

document in READ ONLY mode.  

While it may appear that editing is 

possible, any changes made here will 

not be saved. 

REMINDER:  Before selecting this 

button, the RFI response must be 

completed and ready to send to PCF.  

Once signed, this response cannot be 

edited or deleted.   



 

 

Page 14 

METHOD 2:   RFI  

NOTE:  When a document is signed, its status in the TREE will change to READY TO SEND and it cannot be deleted.  However,  the COM-

PLETED block on Method 2 documents can be unchecked and the document can be edited and resigned.  When this happens, the original 

document is retained and a REVISION is created and added to the TREE.  Both the original and all subsequent revisions will be sent to PCF. 

Original and Revision 

Original and Revision 



 

 

When completed, the ENG93 may be signed electron-

ically here.  Use the email certificate with the highest 

number/latest expiration date.  When there are more 

than one signature required, as indicated here, the 

signatures must be applied in order, i.e., the top signa-

ture must be added before the second signature will 

be allowed. 

IMPORTANT:  There are no restrictions on who can 

or cannot sign on this screen.  Any user who is able to 

activate this screen will be able to apply his/her signa-

ture.  It is the responsibility of each office 

to establish local procedures to ensure only 

authorized individuals sign where appropri-

ate.  The program will also allow the same 

person to sign in both blocks. 

It is also the user’s responsibility to ensure 

that the names selected on the INVOICE 

tab are the same as the electronic signa-

ture.  RMS does not check this. 

Page 15 

When the ENG93 COMPLETED block 

is checked, the screen will change and 

the button to VIEW/SIGN DOCU-

MENT will appear.  See next screen 

shot for subsequent prompts. 

ENG93 PROGRESS PAYMENTS 

Click on the VIEW DOCUMENT button to bring up a 

PDF copy of the document.  At this point the docu-

ment can still be edited by closing this screen and un-

checking the  ENG93 COMPLETED block. 

There are no changes to the process for preparing the ENG93 until the OBLIGATIONS screen. 

HOW TO ADD DOCUMENTS —METHOD 2  
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After applying signatures, click on 

the VIEW DOCUMENT button 

to display the completed ENG93 

as a PDF document. 

The electronic signatures are 

visible on the document.  Details 

of the signature can be viewed by 

clicking on the SIGNATURE 

PANEL button to show the signa-

ture details on the left side of the 

window. 

TIP:  At this point, the ENG93 is completed and ready to send to PCF.  However, unchecking the ENG93 COM-

PLETED box will allow changes to the ENG93.  But, the revised ENG93 will need to be resigned by both the Pre-

parer and the COR and both the original and revised versions of the ENG93 will be sent to PCF. 

IMPORTANT:  Do not forget to 

complete the process.  Signing the 

ENG93 in RMS does not change the 

process in CEFMS.  It is still neces-

sary for the COR to sign the obliga-

tions in CEFMS.  Finalizing the pay-

ment is the same as before, the COR 

must click this button to SEND PAY-

MENT TO CEFMS .  A copy will be 

concurrently emailed to the Finance 

Center. 

METHOD 2:   ENG93 PROGRESS PAYMENTS  
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CONTRACT MODIFICATIONS 

Changes to the process for completing Contract Modifications have been made to ensure mod number consistency among RMS, PD2 and the 

CAR.  Additionally, in order to accommodate PCF’s requirement for all of the documents related to the mod be grouped and filed in PCF as a 

package, a new MOD PACKAGE tab has been added.  Under this tab is a list of  the various types of documents that make up a mod package. 

Every mod package that is sent to PCF from RMS, requires the inclusion of at least 2 documents, the SF30 and the CAR.  All other documents 

are discretionary.  Mods that are prepared outside of RMS, typically by the Contracting Office still need to be input in RMS in order to ensure 

that RMS contains a complete accounting of contract actions.  However, the actual documents pertaining to these mods do not need to be 

input in RMS for transfer to PCF.  That will remain the responsibility of the office preparing those documents.  When this situation occurs, 

check the box at the top of the list to disable the sending of documents for that mod to PCF, 

HOW TO ADD DOCUMENTS —METHOD 2  

Steps for assembling the Mod Package: 

Step 1. Prepare and complete mod package documents as usual. 

Step 2. Check the boxes on the Mod Package tab for all of the documents that will be included in the final mod package. 

Step 3. Add/Attach the completed document(s) for each section.  Documents created using an RMS procedure—BCD, SF30 can be signed 

electronically in RMS.  Word documents—POM, PNM, etc., after conversion to PDF, can also be signed in RMS.  

Step 4. After all documents in a section are attached, and signed if needed, mark the section completed. 

Step 5. After all sections are completed, check the MOD PACKAGE COMPLETE box. 

NOTE:  Individual documents in the Mod Package will be sent to PCF as completed and marked READY TO SEND.  This checklist is only in-

tended to assist in ensuring all mod package documents have been completed and added to PCF. 
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METHOD 2:   CONTRACT MODIFICATIONS 

IMPORTANT:  Do not enter 

the Modification No. until the 

mod action is entered in PD2 

and the PD2-assigned mod 

number is obtained.  The 

number entered here must be 

the same as the mod number 

in PD2 and on the CAR. 

This may occur after the con-

tractor and ACO have signed 

the SF30. 

Do not forget to fill in this 

number, Section j cannot be 

marked COMPLETE without 

it. 

Procedure changes for completing the SF30 

IMPORTANT:  Be sure to 

select the name of the person 

who is signing the SF30 elec-

tronically.  RMS does not 

check to make sure the elec-

tronic signature matches the 

name selected here.  It is the 

user’s responsibility to ensure 

data quality and consistency. 

The following applies only to modifications prepared and processed using RMS.   
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METHOD 2:  QA DAILY REPORTS  METHOD 2:   CONTRACT MODIFICATIONS  

IMPORTANT:  Checking this 

box is independent of com-

pleting the Mod Package.  

Check this box to update the 

contract with the amount and 

time associated with the mod. 

TIP:  The MODIFICATION COMPLETED box can still be unchecked if changes to the mod need to be imple-

mented.  However, documents previously sent to PCF need to be redone and resent with the revised mod 

data. 
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METHOD 2:   CONTRACT MODIFICATIONS 

Adding a BCD or SF30 to the package 

Click the ADD/EDIT/

DELETE button to add the 

BCD or SF30 to the mod 

package. 

Click the ADD button. 

Then select the method 

to add the BCD or 

SF30. 

Manually add all other doc-

uments associated with and 

in support of the BCD/ or 

SF30 also. 

Check this box after all 

applicable documents have 

been added and completed. 
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METHOD 2:   CONTRACT MODIFICATIONS  

Adding a BCD or SF30 to the package (cont.) 

Add from RMS 

The standard signature dialog box will appear. 

Click the SIGN buttons to sign the BCD electronically.  

The buttons in this dialog operate the same as described in previous examples.  This will complete the BCD and change its status to READY 

TO SEND in the TREE.  After a signature is added, the BCD cannot be edited or deleted. 

REMINDER:  When there are multiple signatures required, the signatures must be applied in the order shown.  

IMPORTANT:  At this stage, the BCD and SF30 are READ ONLY and cannot be edited.  If any changes need to be made, these need to be 

done prior to attaching any signatures.  In order to make changes to the BCD, before it is signed, return to the Change Request screen; for the 

SF30, return to the applicable tab in the Contract Mod area.  After the changes are made, the revised document must be ADDed again because 

RMS is only storing images of the document at the time it is ADDed.  Previous versions, if unsigned, may and should be deleted. 

Click the SIGN DOCUMENT button to sign the SF30 electronically. 

RECOMMENDATION:  Since most SF30s are sent to the contractor to sign first, after receiving the signed contractor copy back, scan it and 

attach it manually to RMS (see next page), then sign it electronically. 
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METHOD 2:   CONTRACT MODIFICATIONS 

Adding a BCD or SF30 to the package (cont.) 

Manually Add Document 

This dialog box works the same as described under 

Method 1 on page 7. 

Click the COMPLETED 

radio button to initiate the 

signing process. 

When the signature dialog box opens, the newly created PDF file can now be signed.  This will complete the BCD or SF30 and change its status 

to READY TO SEND in the TREE. 

REMINDER:  There are no restrictions on who can or cannot sign.  Any user who is able to activate a signature screen will be able to apply his/

her signature.  It will be the responsibility of each office to establish local procedures to ensure only authorized individuals sign where appropri-

ate.  Also, where multiple signatures are required, the program will allow the same person to sign in multiple blocks. 

Added documents are listed 

and their status indicated.  

Documents that are not yet 

Completed, require signature

(s). 

When all attached documents 

are completed, check this box 
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METHOD 2:   CONTRACT MODIFICATIONS 

Adding other documents to the package 

The procedure for adding documents other than the BCD and SF30 to the mod package is similar to adding documents manually (Method 1). 

Click to add a document 

Completing the section 

After all documents to be filed in a 

section are attached and completed, 

check YES to complete the section. 

See How to Add Documents—Method 1 for 

instructions relevant to this type of dialog box. 
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HOW TO ADD DOCUMENTS —METHOD 2  

Completing the package 

After all documents have been added and all required sections have been completed, check the MOD PACKAGE COMPLETE box.  All of the 

attached documents can still be viewed, but cannot be edited or deleted.    The ADD/DELETE buttons will change to VIEW.  The status of the 

documents in the TREE will be READY TO SEND. 

IMPORTANT:  Part j, Modification SF30 cannot be COMPLETED without the official Mod No. from PD2. 

IMPORTANT:  RMS will not validate the number entered.  It is  the user’s responsibility to ensure the correct number is entered and that it is 

the same as the number on the CAR. 

If the SF30 has been signed before obtaining the official Mod No. from PD2, manually add the official Mod No. to the signed document and 

initial the added text.  This is the version that needs to be included in the PCF mod package.  A copy of the annotated SF30 with the official 

Mod No. should also be sent to the contractor for his records. 

IMPORTANT:  The MOD PACKAGE COMPLETE box cannot be checked if the official Modification No. has not been entered on tab 2 of the 

SF30.   

TIP:  Any of these boxes may be unchecked to add additional documents or revise previously attached 

documents.  In order to redo the SF30, remove the Mod No. from the SF30-2 tab first.  Revised docu-

ments do not replace the original, they will be sent to PCF in addition to the original.  It is good practice 

to include a note on the revised document to identify the document that it supersedes. 



 

 

The basic process of creating the QA Daily Report is unchanged.  The only part that has changed is the addition of an electronic signature and 

the capability to transfer the report to PCF through RMS.   

QA DAILY REPORTS 
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A new status bar has been added to track 

the signing and transfer process. 

When the report is completed, check the 

QA REPORT COMPLETED box.  In order 

for a daily report to be transferred to PCF, 

the report must be marked COMPLETED 

and it must be signed.   

The status bar will change indicating the 

completion status of the report and the 

opportunity to electronically sign the 

report will be available by clicking the 

VIEW/SIGN DOCUMENT button. 

HOW TO ADD DOCUMENTS —METHOD 2  



 

 

The completed document will be included on the TREE, but it will not 

be sent to PCF while it is still IN REVIEW status. 

In order to change a document’s status to READY TO SEND, the 

document must be either signed electronically in RMS, or manually 

signed and attached. (see screen shot below).  Only documents in 

READY TO SEND status will be transferred to PCF. 

These actions may be accessed by clicking on the document in the 

TREE or by clicking on the VIEW/SIGN DOCUMENT button from the 

area in which the document was originally generated. 
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METHOD 2:   QA DAILY REPORTS  

TIP:  The dialog box that appears is similar to the prompts that are generated with the progress payment and 

are the same that are used throughout RMS.  Completing this step will change the document’s status to READY 

TO SEND. 

Click on this button to 

attach a report that has 

been manually signed, and 

scanned in. 

The report can be signed electronically in RMS.  The Inspector must sign first, before the Reviewer can sign.  

As noted for the ENG93, There are no restrictions on who can or cannot sign on this screen.  Any user who is able to activate this screen 

will be able to apply his/her signature.  It is the responsibility of each office to establish local procedures to ensure only authorized individuals 

sign where appropriate.  The program will also allow the same person to sign in both blocks. 
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METHOD 2:   QA DAILY REPORTS  

After applying signatures, click on 

the VIEW DOCUMENT button to 

display the completed daily report 

as a PDF document. 

The electronic signatures are visi-

ble on the document.  Details of 

the signature can be viewed by 

clicking on the SIGNATURE PAN-

EL button to show the signature 

details on the left side of the win-

dow. 

TIP:  At this point, the Daily Report is completed and ready to send to PCF.  However, unchecking the QA 

REPORT COMPLETED box will allow changes to the Daily Report.  But the revised Daily Report will need to 

be resigned by both the Inspector and the Reviewer and both the original and revised versions of the QA 

Report will be sent to PCF. 

When a completed daily report is 

“unchecked” and revised, both the 

original and revised versions will 

be sent to PCF. 



 

 

In addition to Correspondence, RFIs, the ENG93, BCD, SF30 and QA Daily Reports, previously described, RMS is currently configured 

to transfer the following reports from the Contract Reports menu directly to PCF. 

Administrative Reports 

Contract Status Sheet 

Correspondence—Subject and Status 

All Requests for Information 

List of Contractors 

Financial Reports 

Contractor Pay Request (When attached to the payment through QCS, this will be automatically sent to PCF 

with the ENG93) 

Change Request Register with Contractor Proposal only 

Change Request Register with Gov’t Estimate 

QA/QC Reports 

Deficiency Items Issued by QA/QC 

Submittal Reports 

Submittal Register (ENG 4288) 

REPORTS 
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Method 3  Run a report in RMS and attach it 

HOW TO ADD DOCUMENTS —METHOD 3  

Reports that are capable of being generat-

ed in RMS and seamlessly transferred to 

PCF can be distinguished by the ADD TO 

CONTRACT FILE button located in the  

menu bar.  After generating the report, 

click on the PREVIEW icon to access this 

function. 



A  Contract Reports Close Contract 	I 	Administration Schedules 	j Closeout 	Import/Export ilk  Finances 	3 DA/DC 	0 Submittals 

Expand Collapse 

MEM Contract ID -33001051 Contract No.- W9128A 12 [ 0000 

11111 3 Import/Export A Contract Reports Schedules 	A Closeout ri Close Contract 	 Administration Finances 	QA/QC 	0 Submittals 

Expand Collapse 

Expand Collapse 

-  MS 11  yr, 	CONTRACT 

Mi Finances Contract Reports ka Administration ri Close Contract 19.4/19C 	4 Submittals Schedules)A Closeout 	3 Import/Export 

Contract ID - 13001051 Contract No. - W91200 12 C 0000 

File Help 

RMS 

Contract Reports - Administrative 

El Li- Status Reports 

Contract Status Sheet by Phase 

-- 	Contract S talus Sheet 

1 

1 	1 	Government Action Items 

i 	L 	Contractor Action Items 

LI  --Lr Correspondence Reports 

111111, 	Correspondence - Subject and Status 

Correspondence - Draft Letters 

Correspondence - Subject Listing 

LI arr RR Reports 

—411Iix1 All Requests for Information 

-- 1 	- 	Outstanding Requests for Information 

p--Ir Contract Data 

111P- -D List of Contractors 

Administrative Reports 

Financial Reports  

ONQC Reports  

Submittal Reports  

Schedule Reports  

Closeout Reports   

Contract Reports - Financial 

MOE Contract ID - 13001051 Contract Na. 10,9128A 12 C DDOO 

rm.:L-, 	• r e 	• 1, 

File Help 

I 11 

ID  Close Contract Administration ,f1 Finances 	7  HA/NC 	s Submittals Schedules 	a  Closeout 	3 Import/Export 

Contract Reports - QA/QC 

A  Contract Reports 

IEI- -M Contract Finance Reports 

cl.. 	CLIN Reports 

E- -M Pay Activities Reports 

E lipr Progress Payment Reports 

Pr- - , Contractor Pay Request 

. Prompt Payment Certification 

, Activity Earnings 

, ENG Form 93 - Payment Estimate 

. VA Form 10-6001a - Progress Report 

, Progress Payment History 

ES- -in Contractor Claims Reports 

lEl- ir Contractor Changes Reports 

Change Request Register with Contractor Proposal only 

- 	Change Request Register with Gov't Estimate 

Change Request / Modification Funding 

1 

Cancelled Changes 

Administrative Reports 

Financial Reports  

QAIQC Reports  

Submittal Reports  

Schedule Reports  

Closeout Reports   

Administrative Reports 

Financial Reports  

QAJQC Reports  

Submittal Reports  

Schedule Reports  

Closeout Reports   

Contract ID - 13001051 Contract N 	W9126A 12 C 0000 

File Help 

Contract Reports - Submittal 

Administrative Reports 

Financial Reports  

QAJQC Reports  	 

Submittal Reports 

Schedule Reports 

Expand Collapse 

Submittal Register Reports 

Li  S b It I R 	t (ENG 4200) 

17- 	Transmittals Reports 

O-in 5.4 Reports 

& IL.' SC Reports 

1 

	

:- - 	SC Daily Report 

SC Narratives 

	

.:- - 	Deficiency Items Issued by SC 

	

—Pr- 	Deficiency Items Issued by DA/DC 

	

:- - 	Dredging Production 

Fl- I—I 3-Phase Inspection Reports 
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HOW TO ADD DOCUMENTS —METHOD 3  



 

 

Selection of SUBMIT TO PCF WITHOUT SIGNATURE acknowledges that the report is unsigned.  The document is still marked as READY 

TO SEND in the TREE and cannot be edited or deleted. 

NOTE:  There are no restrictions on the number of copies that can be generated, attached and sent to PCF.  It is incumbent on the user to 

manage the creation of multiple copies. 
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HOW TO ADD DOCUMENTS —METHOD 3  

Click the ADD TO CON-

TRACT FILE button to enable 

viewing, signing or attaching 

the report.  The standard 

VIEW/SIGN box will appear. 

Use the Contract Reports 

button to add these reports 

directly from RMS.  Only use 

Method 1 to manually attach 

reports. 

Multiple copies of a report are possible.  The date the report is 

generated will be included in the document name.  As long as 

the report is still IN REVIEW, it can be deleted, or the name 

manually edited to distinguish multiple versions. 
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